(YOUR COMPANY) POLICY LETTER
VOICE MAIL AND ANSWERING MACHINE USE
Voice Mail is a tool, and like any other tool it requires a certain level of skill in order to get the most benefit from it. Here is the way to leave a message on our company Voice Mail or the Voice Mail of one of our customers:

1.  Give your name.

2.  Give the time.

3.  Whatever you were going to say - say it.

4.  (Unless you are calling our office) ALWAYS leave a phone number so the person you are calling can easily call you or our office back. Evan if you know someone already has the number leave it again so they won’t have to take the time to look it up. 
Some people screen their calls by listening to their answering machine and only pick up the phone after they know who is calling them. Also, someone may be walking into their home or office even as you are leaving the message and might pick up the phone right then. At any rate if you call someone and get their Voice Mail, always leave a message.

I know it can be annoying to talk to a machine, but it can also be a very useful tool so please, use it.

Your Name

I have read, understand, and will apply this policy.

____________________




______________________

Name









Date

